State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Assistant Information Systems Analyst

DWR POSITION NUMBER
3115-1479-900

SAP POSITION NUMBER MCR
50056332 1

APPOINTEE

Vacant

SAP PERSONNEL NO.

DIVISION/SECTION

DTS - DOE Technology Service Section

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
01

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)

Steven Peterson

SUPERVISOR'S CLASSIFICATION

Sr Information Systems Analyst (Supv)

APPROVED BY (Personnel Analyst's Name)

DATE

JP 9/25/14

Percent of

Time Activity

POSITION SUMMARY

Under the supervision of the Supervisor of the Division of Technology Services' DOE Technology
Service Section, the Assistant Information System Analyst serves as a Client Technology System
Analyst. The position is dedicated to the Division of Engineering (DOE) for the purpose of
providing information technology services and support. DOE Administrative Services Branch Chief
will provide the day-to-day workload priorities for the incumbent and the Division of Technology
Services will provide the technology direction. Position is responsible for providing assistance and
support of information technology (IT) systems used by DOE. The incumbent performs a variety of
information technology tasks and activities associated with the deployment and support of
hardware, software, and other technology related services . This position will be physical located in
the DOE Sacramento office location. Incumbent must adhere to all Departmental IT Governance
Standards and IT Policies and Practices as set by the Department's Chief Information Officer.

ESSENTIAL FUNCTIONS

Ability to balance concurrent assignments and complete assigned projects and tasks on time at a
level commensurate with the position classification. Maintain regular, consistent, and predictable
attendance,operate a personal computer (PC) and/or a workstation for long periods of time,
function effectively and efficiently in the work environment. may be required to travel (which
requires a valid driver's license if operating a vehicle) and may be required to work overtime, when
necessary, to meet assignment deadlines.

SPECIFIC DUTIES INCLUDE:
30% Perform configuration and installation of computer hardware including workstations, desktops,
laptops, and mobile devices. Configure and maintain peripheral devices such as printers, plotters,
and scanners. Configure hardware devices for connectivity to DWR network. Perform required

computer distribution activities: move IT equipment as necessary for installation, setup or
reorganization. Maintain IT documentation for supported areas.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Steven Peterson

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

VACANT

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Assistant Information Systems Analyst 3115-1479-900 50056332 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant DTS - DOE Technology Service Section
Pe_rl_?ﬁlrg of Activity

30% Provide services to Division of Engineering staff related to the installation, upgrades, and support
of software. Ensure proper deployment and configuration of standard DWR software packages.
Install application software and operating system utilizing automated and manual processes.
Ensure all department standard applications are installed with the latest security patches, service
packs, updates, and fixes. Install and configure DOE approved specialized software applications
(CADD and other engineering/modeling software). Perform required DOE specialized software
application health-checks: ensure no compatibility issues with DWR standard operating systems;
periodically check for software updates, security patches or bug fixes; and resolve any known
security vulnerabilities or problems with the specific software.

30% Serve as Level 1 and 2 support level. Perform hardware and software troubleshooting activities.
Resolve business users' problem tickets related to hardware, software, and network connectivity
utilizing standard IT troubleshooting methods. Collaborate with other technical staff as necessary
to resolve complex IT problems that required Level 3 support. Ensure problem tickets are resolved
in timely manner and recorded in IT Service Management System (Aqua Assist).

10% Support business users training as necessary in the use of hardware and software. Assist with

maintaining DOE IT inventory tracking. Collect and process surplus computer hardware and
software. Assist with coordination for staff and managers related to new IT purchases and provide
input to the IT Acquisition Plan (ITAP).

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalOES and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions. These functions are established in the California State
Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS
May be required to travel to various offices and locations throughout the State of California when
requested; Occasional overtime may be required, when necessary, to meet project deadlines.

KNOWLEDGE, SKILLS, AND ABILITIES

Posses an aptitude for resolving information technology problems, as well as good communication
skills and ability to work cooperatively with others. Ability to understand and exercise Department,
Division of Technology, and DOE business processes. Knowledge of Windows, Android, and 10S
operating systems, and a good familiarity with the Window Office Professional suite. Must be able
to move equipment solely (25 Ibs, max.) or with assistance (75 Ibs max.)
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	activity: POSITION SUMMARY
Under the supervision of the Supervisor of the Division of Technology Services' DOE Technology Service Section, the Assistant Information System Analyst serves as a Client Technology System Analyst.  The position is dedicated to the Division of Engineering (DOE) for the purpose of  providing information technology services and support. DOE Administrative Services Branch Chief  will provide the day-to-day workload priorities for the incumbent and the Division of Technology Services will provide the technology direction. Position is responsible for providing assistance and support of information technology (IT) systems used by DOE. The incumbent performs a variety of information technology tasks and activities associated with the deployment and support of hardware, software, and other technology related services . This position will be physical located in the DOE Sacramento office location. Incumbent must adhere to all Departmental IT Governance Standards and IT Policies and Practices as set by the Department's Chief Information Officer.

ESSENTIAL FUNCTIONS
Ability to balance concurrent assignments and complete assigned projects and tasks on time at a level commensurate with the position classification. Maintain regular, consistent, and predictable attendance,operate a personal computer (PC) and/or a workstation for long periods of time, function effectively and efficiently in the work environment. may be required to travel (which requires a valid driver's license if operating a vehicle) and may be required to work overtime, when necessary, to meet assignment deadlines.  

SPECIFIC DUTIES INCLUDE:

Perform configuration and installation of computer hardware including workstations, desktops, laptops, and mobile devices. Configure and maintain peripheral devices such as printers, plotters, and scanners. Configure hardware devices for connectivity to DWR network. Perform required computer distribution activities: move IT equipment as necessary for installation, setup or reorganization.  Maintain IT documentation for supported areas.     
	classification: Assistant Information Systems Analyst
	appointee: Vacant
	dwr position number: 3115-1479-900
	sap personnel no: 
	sap position number: 50056332
	division: DTS - DOE Technology Service Section
	mcr: 1
	percent 2: 30%
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	activity2: Provide services to Division of Engineering staff related to the installation, upgrades, and support of software. Ensure proper deployment and configuration of standard DWR software packages. Install application software and operating system utilizing automated and manual processes. Ensure all department standard applications are installed with the latest security patches, service packs, updates, and fixes.  Install and configure DOE approved specialized software applications (CADD and other engineering/modeling software). Perform required DOE specialized software application health-checks: ensure no compatibility issues with DWR standard operating systems;   periodically check for software updates, security patches or bug fixes; and resolve any known security vulnerabilities or problems with the specific software.

Serve as Level 1 and 2 support level. Perform hardware and software troubleshooting activities. Resolve business users' problem tickets related to hardware, software, and network connectivity utilizing standard IT troubleshooting methods. Collaborate with other technical staff as necessary to resolve complex IT problems that required Level 3 support. Ensure problem tickets are resolved in timely manner and recorded in IT Service Management System (Aqua Assist).  

Support business users training as necessary in the use of hardware and software. Assist with maintaining DOE IT inventory tracking. Collect and process surplus computer hardware and software. Assist with coordination for staff and managers related to new IT purchases and provide input to the IT Acquisition Plan (ITAP).  

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalOES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS
May be required to travel to various offices and locations throughout the State of California when requested; Occasional overtime may be required, when necessary, to meet project deadlines.


KNOWLEDGE, SKILLS, AND ABILITIES
Posses an aptitude for resolving information technology problems, as well as good communication skills and ability to work cooperatively with others. Ability to understand and exercise Department, Division of Technology, and DOE  business processes. Knowledge of Windows, Android, and IOS operating systems, and a good familiarity with the Window Office Professional suite.   Must be able to move equipment solely (25 lbs, max.) or with assistance (75 lbs max.)
	supervisor name: Steven Peterson
	employee name: VACANT


